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As  you  may  know,  in  July  1993, 
the  department  contracted  Sue 
Barylo  as  Forms  Coordinator  to 
review  and  help  revise 
departmental  forms.  To  date,  she 
has  been  working  with  project 
teams  from  branches  or  divisions 
on  27  forms  earlier  identified  by 
the  Forms  Subcommittee  as  high 
volume,  public  use  forms.  Sue  is 
also  writing  recommendations 
for  a departmental  forms 
management  system. 

To  complete  her  project,  Sue 
needs  more  information.  Sue  and 
the  Plain  Language  Coordinating 
Committee  wonder  how  many 
forms  used  by  the  department 
are  causing  problems  for  either 
the  user  or  processor.  And  are 
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they  allowed  to  stay  in  use 
because  staff  don’t  know  who  to 
contact  about  problems? 

When  you  encounter  problem 
forms,  please  contact  Sue!  This 
way  she  can  complete  her 
inventory  of  forms  and  identify 
those  that  need  revision. 

You  can  send  them,  fax  them, 
hand  deliver  them,  along  with  a 
note  or  scribbles  on  the  form 
specifying  the  things  that  don’t 
work.  If  you  work  in  a district 


A good  style  must,  first  of  all,  be  clear.  It  must 
not  be  mean  or  above  the  dignity  of  the 
subject.  It  must  be  appropriate. 

Aristotle 


Reviews... 

“If  everyone  took  the  course, 
including  upper  management, 
interpretation  of  documents 
coulti  become  easier.” 

“It  gives  a person  a chance  to 
honestly  look  at  their  writing  - 
good  experience.  I was  fairly 
negative  going  into  this  course 
but  the  knowledge,  enthusiasm 
and  skill  of  the  instructors 
swayed  my  feelings. 

“This  is  important  in  improving 
business  report  writing  skills.” 


“I  think  that  even  if  a person  is  a 
good  writer,  it  doesn’t  hurt  to  be 
reminded  of  good  writing  skills.” 

“It  would  be  better  if  people 
would  just  say  what  they  mean!” 

“Useful  writing  tips  were 
provided.” 

“We  learn  every  day,  and 
everyone  in  the  department 
needs  to  have  exposure  to  the 
plain  language  workshop.” 

“The  course  will  be  of  benefit  to 
anyone  who  writes  or  speaks  - 
that  is  everyone.” 
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office,  you  may  have  come 
across  particular  forms  that 
regularly  cause  your  clients 
difficulty.  Let  Sue  know  about 
these  so  that  she  can  document 
them  as  forms  needing  revision. 
If  she  can,  she’ll  help  you  do  a 
“quick-fix”  on  the  form. 

A quick  revision  usually  involves 
basic  organization,  layout  and 
word  changes.  The  complete, 
and  lengthy,  revision  process 
would  look  at  the  context  of  the 
form,  whether  it’s  necessary,  the 
amount  of  information  the  form 
is  to  provide  and  how  to  design 
it  with  its  target  audience  in 
mind. 

Catch  her  while  you  can.  She’s 
on  contract  until  the  end  of 
January. 

Sue  Barylo: 

Communications  Division, 
phone:  427-2127,  fax;  427-2861. 


Trainers  premiere, 

participants 

applaud 

The  evaluations  stack  up  on 
plain  language  trainers’  desks. 
They  are  universally  enthusiastic 
about  the  plain  language  course 
content  and  delivery. 

By  the  end  of  December,  350 
staff  will  have  been  trained  in 
plain  language.  We’re  well  on 
target  to  train  another  600. 
December’s  courses  are  full,  but 
spaces  are  available  for  some 
January  sessions.  Check  the 
PLTRAIN  folder  in  the 
applications  menu  of  AS400  to 
register. 

Trainers,  far  from  tiring,  become 
more  enthusiastic  about  the 
program  every  time  they 
complete  a session. 

Participants  have  unanimously 
expressed  their  opinion  that  the 
training  is  beneficial,  timely  and 
fun. 


National  Library  of  Canada 


Bibliotheque  nationa 


Common  Cliches? 

1.  It  would  be  an  ultimate 
improvement  if  the  existing 
precipitation  would  cease  and 
subsequently  revisit  this 
location  at  some  hiture  and 
more  equitable  point  in  the 
time  spectrum. 
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Word 

Banish  Jargon! 

A treat  for  defenders  of  the 
English  language,  Reuters  News 
Agency  reported  earlier  this  year 
a list  of  “misused,  overused  and 
useless  words”  gathered  by  Lake 
Superior  State  University’s  team 
of  word-watchers. 

Among  others,  they  banished  the 
following: 

■ basically:  a stall  word  that 
signals  fuzzy  thinking  and  a 
desire  not  to  offend 

■ gridlock:  a needless 
substitution  for  “deadlock” 

■ victimless  crime:  is  there 
such  a thing? 

■ redundancies  such  as: 

“armed  gunman” 
“high-powered  rifle” 
“completely  empty” 
“safe-haven”  “trained 
professional”  and  “most 
complete” 


Reference  Books 

The  department’s  library  stocks 
some  excellent  books  to  help 
people  get  the  hang  of  thinking 
from  a plain  language  point  of 
view  or  baish  up  writing  skills  in 
general.  Highly  recommended, 
available  from  our  libraiy  and 
from  most  book  stores,  are: 

Plain  Language  for  Lawyers, 

Richard  C.  Wydick,  Carolina 
Academic  Press;  1979. 

(short  and  to  the  point; 
entertaining  and  not  by  any 
means  just  for  lawyers). 
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2.  The  objects  you  observe 
through  retinal  perception  are 
those  which  shall  be  made 
accessible  to  you  in  the  future. 
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3.  The  presence  of  excessively 
frigid  terminal  digits  may  be 
construed  as  indicating  the 
presence  of  a pleasantly 
temperate  hematic  distribution 
mechanism. 
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We  write  documents  in  plain  language  to  make  life  easier  for  our 
readers.  Always  give  them  the  most  important  information,  clearly 
expressed,  close  to  the  beginning  of  the  document.  Even  when  you 
must  provide  information  you  know  your  reader  does  not  want  to 
hear  you  have  an  obligation  to  make  it  clear  and  understandable. 
Don’t  bury  or  disguise  it,  hoping  to  placate  a potentially  angry 
client.  A reader  who.  feels  manipulated  will  be  antagonistic.  As  well 
as  the  main  information,  make  sure  you  explain  clearly  and  simply 
any  action  the  reader  must  take. 

Readers  best  recall  information  given  at  the  beginning  of  a 
document.  Base  your  writing  on  a staicture  that  keeps  this  in  mind. 

Once  you  have  determined  your  audience  and  the  main  reason  for 
writing  your  document,  decide  how  you  will  order  your 
information.  Remember  to: 

n Eocus  on  what  the  reader  wants  to  know 
D State  the  main  ideas  first  to  catch  the  reader’s  attention 

H Decide  which  information  is  essential;  which  is  secondary  in 
importance 

■ Determine  a structure  (for  example,  chronological,  sequential 
or  perhaps  if  explaining  a task,  step-by-step) 

Make  sure  you  provide  appropriate  background  first  if  your  most 
important  information  is  something  new  (for  example,  to  explain  a 
new  program,  provide  general  information  first,  then  details). 

Consider  whether  or  not  your  reader  needs  an  overview  of  the 
subject  relating  to  your  main  point. 


The  Elements  of  Style,  William 
StRink,  Jr.  and  E.B.  White,  Third 
Edition,  Macmillan  Publishing 
Co.;  1979. 

Plain  Language  Clear  and 
Simple,  Multiculturalism  and 
Citizenship  Canada;  1991. 

(this  department’s  official  plain 
language  reference  book;  very 
clear  and  very  simple). 


HOTLINE! 

427-2127  or  147-2127 

In  action  at  the  phones  to 
answer  your  plain  language 
queries  are  Anne  Marie,  Juliet, 
Marty  and  Thomas.  Don’t 
hesitate  to  call.  We  like  to  help. 


The  A/oSo// newsletter  is  published  bimonthly  by  the 
Plain  Language  Coordinating  Committee. 
Department  of  Agriculture,  Food  and  Rural 
Development,  Government  of  Alberta,  to  develop 
and  maintain  awareness  of  plain  language. 

Send  submissions  to: 
The  Editor,  NoBull 
Communications  Division 
7000  - 1 1 3 Street 
Edmonton,  Alberta,  T6H  5T6 
Phone:  (403)  427-2127,  RITE  147-2127 


Proper  words  in  proper  places,  make  the  taie 
definition  of  a style. 

Jonathan  Swift 
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